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M~THODS OF PRESENTING THE FUNDAMENTALS OF 
BOOKKEEPING 
Pe . r t I 
The Place Bookkeeping Has In The Commerci a l Course 
From the early days of pusiness education, bookkeepin€l ha~ 
been regarded as the backbone of the commercial curriculum. 
Originally, it was taught solely for its vocational value. At 
a later date, it was taught for its vocational value, and for 
the general business training that could be imparted through it. 
More recently, it has held its important place in the program 
of commercial education because it affords the best medium 
thr•ough which to teach boys and girls the most important funda-
me ntal facts regarding the conduct of modern business. 
At the outset, therefore, it should be emphasized that this 
subject should have a very important place in any curriculum 
that is designed for boys and girls who are preparing for business 
positions. It has been said by many authorities on the subject 
that bookkee ping has always been the crux of the orthodox com-
mercial course because without it, such a course could not exist. 
In addition to the specific aims of bookkeeping, wh ich will 
be discussed further on, there arc three aims which refer not 
so much to the value of bookkeeping to students, as to the value 
of the bookkeeping student to the employer. These three ind irect 
aims might be called the legal, economic, and administrative aims, 
and furnish sufficient reason for the inclusion of bookkeeping 
in the commerc ial course. 
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Ralph .R . Rice, teacher of bookkeeping in an Oakland, Cal-
ifornia high school, who c a lls these t h ree indirect aims t he 
threefold sanction back of bookkeeping , says: 
11 The l ega l sanction is found in the Constitution of the 
United States, Amendment XVI, g iving Congress t he power to lay 
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and collect taxes . The computation and checking of the income tax 
returns has laid heavy responsibilit ies upon our bookkeepers, and 
u pon those res ponsible for their training. 11 (l) 
'I'he economic sanction of bookkeeping, he says, has to do 
with the proprietor, who wants pe ople to keep his books who are 
responsible, a ccurate and trustworthy. He cannot pay for mis-
takes, and he cannot take the time t o teach his bookkeeper what 
to do. He pays his taxe s for t h e upkeep of the schools and expe cts 
s ome consideration. 
Conclucling, Mr . Rice says: 
11 Speak ing as an administrator, I would say that bookkeeping 
is t h e l egs of business and t ha t we wa n t those le g s sound. Book-
keeping is intimately related to everything the administrator 
has to do . 11 (2) 
Another auth ority on the subject, Ruby V. Perry, Princ ipal, 
High School of Commerc e for Girls, New Orleans, Louisiana, says 
that while many young people have the spe cial aptitude required 
for accountancy, some will never do any bookkeeping . .Bookkeeping, 
s he says, holds its place by vir tue of t he fact that it affords 
t he best possible op portunity for g iving t h e pupil an all-round 
knowledge of business, and incidently enables the teacher to 
develop in the student such business habits as punctuality, 
n e atness, accurace and courtesy , to say nothing of fostering that 
all i mport ant c h aracter trait-~initiative. Bookkeeping lessons, 
she concludes are more closely relate d t han are those of any 
other subject in the whole curriculum, and this continued and 
connected work means much to the student 's development . 
Kahn and Klein, in their book on Principles and M8 thods in 
Commercial Education, offer the follo·wing: 
11 Many of our institutions, respond ing to the ever-increas ing 
demand for business education, are now offering courses in book-
keeping , and in addition to the reasons alre ady g iven , g ive two 
other reasons for its inclusion. First, the fact t hat knmvledge 
of this topic is readily translated into terms of dollars and 
cents, and s e condly, that greater apparent progre ss has be en made 
in the direction of 'teachableness' of this sub ject because of 
t he number of texts and av a ilable material on the market. 11 (1) 
In the fore going quotations, numerous many-sided arguments 
are g iven for the inclus ion of bookkeep i ng in the high school 
curr i culum. It will be seen that its utilitarian value is on ly 
a part of i t s whol~ value, which covers all the requirements of 
the sound ped13.gogical pr inci pl e s of today. It furnishes life 
situations, g ives opportunity for s elf-activity or creative 
ability, stimulates the senses, and gives students the training 
for service. 
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Part II 
The Value Of Bookkeeping To Students 
Before attempting to outline methods for the development 
of bookkeeping, one important question should be answered which 
is asked frequently, and that is, "Why should bookkeeping be 
taught in our schools? 11 
Bookkeeping should be taught for two important reasons; first, 
for its vocational value , and second, for its cultural value. 
There are few subjects in the curriculum of a high school which 
so c ompletely comply with the requirements of educational theory 
today, as does bookkeeping. It g ives content for the training 
of the mind , provid es life situations which must be solved, and 
prepares the pupil to take his place in the 1ife of the community, 
and to render service. 
If the chief and ultimate end of the work planned were 
purely the vocational one of training bookkeepers and accountants, 
it would have to be admitted that the educational value of the 
subject would be reduced to a minimum. It is difficult for some 
to see any cultural value in bookkeeping, and because of these, 
in the next few paragraphs I will attempt to show its va lue. 
As a training in system and order, the study of bookkeeping 
affords the best medium through which to establish habits of 
accuracy, neatness, concentration, and systematic work, and to 
develop the students' power of judgment and initiative so essential 
in modern life. Before recording any transaction, the student 
has to determine its nature and where it should go in the books. 
He must concentrate on only one transaction at a time , and make an 
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accurate entry the first time, so that the books will not be made 
illegible wi t h cross refere nces, or crossed-out entries . As the 
student works on a set of books, h e gradually learns what forms 
of proce dure are time wasting, or which could be simplified. By 
s t udying the conditions and requirements of the particular business 
in which h e is supposed to be work ing, he can formulate ideas of 
his own which perhaps, with actu.al practice, will mean a cutting-
d own of waste time, and a more s i mplified acc ounting system for 
that particular business. The opportunity given the student of 
bookk eeping to use his creative ability is one of the best ways 
of developing his mind. 
For its value as a basis for the organization of business 
of everyday life, a knowledge of the underlying principles of 
record-keeping and business forms is most helpful. One who would 
understand business organization and management must understand 
bookkeeping to enable him to read intelligently, and interpret 
facts and figures. 
Bookkeeping should be taught for its general business and 
informational value as well as for its vocational value. World 
trade is conducted on a credit basis. Commerce, banking, finance, 
transportation, railroads, canals, etc., are built on credit. 
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Since bookkeeping is the science of the relation of debit and credit, 
to understand how t he world's business is carried on, one must 
have an understanding of the fundamental principles of bookkeeping. 
The Board of Education of the City of New York give the 
following value to bookkeeping: 
11 To develop power of sustained attention and concentration, 
and h~bits of orderly procedure in the solution of concrete 
problems; to s timulate intelligent initiative and through the in-
culcation of w holesome ideals in business, produce the ability to 
analyse and interpret business facts correctly."(l) 
The vocational value of bo·okkeeping is naturally its prime 
reason for being. Students who elect bookkeeping do so primarily 
because they intend to go out in the business world eventually, 
and c onsider a knowledge of the art the greatest stepping stone to 
a successful business career. · They would not choose it merely 
for its 11mind-training" value, for there are other subjects in the 
curriculum which suit the purpose just as well. 
As all subjects have their s pecific aims, bookkeeping has 
its own also. These aims are five-fold. 
The first specific aim of bookkeeping is to afford the nec-
cessary training for those who desire to enter business in the 
accounting field. This, of course, would be a vocational value, 
primarily, but on the other hand, it might be considered just a 
means to an end. A man may not want to be an accountant all.his 
life, he may wish to advance in the field of commerce, and he con-
siders a knowledge of accounting a stepping-stone. 
A second aim would be to give to all who are preparing for 
commercial positions, a general knowledge of accounts such as will 
be helpful to them in any business connection which they may make. 
This is narrowing the value of bookkeeping. Here the student is 
not considering t he vocational value, he is considering the cul-
tural value, which may become vocational when he accepts a 
business position. 
A third aim would be to give pupils the ability to interpret 
business facts and figures. Since the bookkeeping records of a 
business are its most authoritative history of the life of a 
concern, the ability one gets through the aid of a course in book-
keeping , to tell by a study of the books or financial statements 
the condi t ion of.a firm, may prove very beneficial to them in 
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case of investment or contemplated dealings with the firm. 
Another aim would be to show prospective commercial workers 
the i mportance of records in the condu c t of business. Many concerns 
have found themselves on t he roc ks, financially, because they have 
fail~d to record correctly or at a ll , the daily transactions of 
the concern. A knowled ge of bookkee ping would give them the ability 
to work out systems which would fit their particular needs, and 
which would show them the condition of the business at any time. 
Unless records are properly kept, a c oncern's credit rating is 
low, and b anks will refuse to make advances or loans to it. A 
course in bookkeeping will r eadily sh ow t he reason and solution 
f or s i tuati ons like these. 
A fi fth a i m of bookkeeping would be to provide practical 
ma t hema tica l conte nt and its consequent educational advant ages to 
commercial pupils. This point just means that through exercises 
' -
on various phases of bookkeeping work , a pupil learns how to work 
out v arious bookkeeping problems which he will be able to use 
ac t u ally in commercial work. 
The Boa rd of Education of the City of New York , g ive as 
their i dea of the specific aims of bookkeeping, the following: 
1. To give students a knowled ge of t he princi ples of 
manageme nt wh ich govern the conduct of prudent men in their business 
affairs, and a realization of t he va l ue of business r epor ts and 
rec ords as a means of providing information which i s essential 
for t he application of these princi ples. 
2 . To teach sound c once pts of assets, capital, liabilities, 
and profit and loss. 
3. To teach the construction, classification and inter-
pr etation of accounts, financial reports and statements, and the 
use and purpose of stand ard bookkeeping devices. 
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4. To make students familiar with the use, form and content 
of standard business documents. 
5. To study different types of business organizations in 
their economic, le gal and social aspects. (1) 
Roy B. Kester, Professor of Accounting, Colu~Jbia University, 
g ives the aims of the bookkeeping course as the following: 
1. To develop the fundamentals of accounting. 
2. To teach the art of bookkeeping. 
3. To give instruction concerning business practice. 
4. To develop the mind, particularly the analytical 
and imaginative abilities. (2) 
Discussing t h ese aims, Professor Kester says that the 
bookkeeping course may have for its greatest aim that of training 
bookkee pers, that is, the vocational aim. On the other hand, its 
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aim may be that of culture, or as a means of approach to the study 
of the administrative problems of a business. In the first case, 
he says, the emphasis will be placed on technique, while in 
the latter case, the en1phasis is placed rather upon the uses to 
which the information furnished by the bookkeeping record will 
be put. 
There are three objectives in teaching bookkeeping , according 
to Miss Elizabeth Baker, head of t h e bookkeeping department in 
the Commercial High School, Atlanta, Georgia: 
1. The educational objective strives to g ive pupils a 
knowle dge of the principles of management governing business men 
in the ir aff airs, tha t is, the substance of the subject, rather 
than the proce dure is stressed. 
2. The vocational object is realized when the pupil is 
prepared to accept a position where there are possibilities of 
advancement. 
3. The disciplinary or cultural objective strives to develop 
powers of s us tained attention and concentration, create orderliness 
in problem solving, stimula te imagination, cultivate self-reliance, 
encourage intelligent initiative, honesty and fair play. (3) 
Regarding these aims, Miss Perry sounds a warning that undue 
emphasis s h ould not be placed on the purely vocational aspects 
of education for business. Piled up knowledge alone, she says, 
does not make for s uccess. 'rhe knowledge must be accompanied by 
an ab ility to weigh, judge, and understand circumstance s , and 
a f orce of character strong enough to direct. 
It can be easily seen, therefore, tha t bookkeeping not only 
serves i t s purpose o f training pupils for a profession, but it 
also fills t he requirements of modern educational princ~ples in 
a h i ghly s atisfactory manner, a nd to the full extent. 
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Part III 
Factors Upon Which Any Method Of Presentation Must 
Be Based 
To be effective, any method of presenting 1J ,ookkeeping to 
be ginners, like that employed in the presentation of any other 
subject, must be based upon the following primary ,considerations: 
1. The purpose of the course. 
2. The type and preparation of the pupil pursuing the 
course. 
3. The time to be devoted to its accomplishment. 
4 . The content and scope of the course. 
5, Whether the subject is t o be considered as laboratory 
work, or as class recitation work. 
The possibilities of bookkee ping become unlimited, when, 
through a vastly different method of presentation, emphasis is 
placed, not on the attainment of a knowledge of the subject as 
such, but on the development of strong character, good business 
habits, and logical thinking power. Here the mastery of account 
keeping itself is made a purely incidental aim--the means to an 
end, the by-product in a process of the teaching business, develop-
ing business babits, and making an appr oach toward a study of 
the administrative problems of business. For those who expect 
to make the knowledge of bookkeeping the final aim of the course, 
empha s is should be p laced on technique, while for those whose 
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interests center, n ot on the records themselves, but more especially 
the message conveyed through the me dium of accountancy, major 
emphas is will have to be placed on how best to utilize such know-
led ge as is gathered from a reading of the records. 
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Regard ing the second consideration, Miss Perry says: 
11 Nee clless to say, t h e age, preparation and capacity of pupils 
are all determining features in the selection of a method of 
presentation, and if the rnax imwn results are to be ob tained from 
b oys and girls of high school age, a suitable · backgr ound s hould be 
provided through the medium of one term courses in such subjects as 
industrial history, commercial . geography, business arithme tic, 
ec onomics, etc. 11 (1) 
One o f the first consideratiorn in determining the method of 
~eaching a course, must hav e re gard for t h e capacity of the pupils 
pursui ng it. A method applicable to pu pils twenty years of age , 
Mr. Ke ster says, would not be s u itable for pupils of t we lve or 
fourteen . 'rhe limitation placed by the immaturity of the pupi l 
must be recognized and the method o f teaching determi ned ac cordingly . 
This conc eption, he contends, becomes the very f oundation of all 
training for business. 
Regard ing the background of' t :Oe pupil about to take up book-
keeping , he s ays: 
11 The pupil should ordinarily pur sue some work in indus t rial or 
e c onomic hist ory, commercial geography, business arithmetic, and 
so forth, to provide a suit~ble bac kground before tak ing up the 
study of bookke e ping." (2) 
It is ge tting to be the rule to re name the f irst year of 
COillL'Ylercial work Clerical Practice to make it distinct from book-
keeping. To me, this name seems to f it t he work that is accom-
plished, for very little actual bookke eping is taught. Of course, 
this work does bring in bookkee ping principles, but it does not 
teach how bookkeeping is applied in the business wor ld. 
Many authorit i es hav e g iven their views on 1Nhat s hould be in-
e luded in this fir s t year, and overlooking minor differences, the 
main content of the c ourse would consist of penmanship, business 
arithmet ic, business forms, and personal bookkeeping . The rea son 
for giv ing this preliminary course is threefold, according to 
F. G. Nichols, author of "Junior Busines s Training" now used 
throughout the Boston system of schools: 
1. The need for general business training that can be given 
at a time and under conditions which insure that every pupil who 
pass es through the eighth grade will get it. 
2. The need for junior vocational business training which 
is suited to the requirements of boys and gir ls who see k such 
training in the years prior to the tenth school year. 
3. The need for a partial divorcement of 'paper work ' from 
bookkeeping, both in the interest of better clerical training 
and more effective instruction in bookkeeping. ( l) 
In Boston , in the Junior High School system, the ninth year 
of ma thematical work is called Clerical Practice. In the high 
schools, the first year of bookkee ping work is called Bookkeeping 
I, but it is said by many t e achers in the system, that before 
long the course will be r-enamed ; Clerical Practice. The aims of 
such a course, as given by Mr . Nichols, are as follows: 
1. To give to pupils an understanding of those fundamental 
pr inciples of business which are deemed essential to all persons 
whatever may be their life work. 
2. To inculcate habits of thrift and to teach the various 
means that are available to promote it. 
3. To encourage that spirit of independence and l e adership 
which promotes pe ople to venture in business for themselves when 
the proper time comes. 
4. To meet a definite and increasing demand for business 
training at this early period without offering advanced types of 
commercial work to boys and girls too immature to profit by 
taking them. 
5. To fit those who must leave at the end of the eighth or 
ninth year, for the kinds of positions that are open to them i n 
business offices. 
6. To develop a basis for, and an interest in the study of 
formal bookkeeping which still may be regarded as the foundation 
of a good business education. 
7 . To serve as a try-out course for purposes of voc a tional 
guidance to the end that t he commercial pupil may choose that 
particular kind of business training in the high school, or else-
where, which will fit him for the department of business in which 
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he has the best chanQe of success.(l) 
I n the earlier development of commercial education in American 
secondary schools, the common practice was to give one-year, two-
year and three-year curriculums. A later development excluded 
commercial work very la :egely from the first two years of the high 
school and tPansferred the few commercial subjects that were given 
to the t h ird and fourth years. A committee of the Department of 
Business Education of the National Education Association i n 1903, 
pronounced strongly in favor of t he four-year curriculum with 
commercial work in each of the fom·· years. Since then the ten-
dencies have been in that direction. 
A conclusive argument for a commercial curriculum extending 
through the full secondary-school period is found in the fact that 
the necessary technical facility and a reasonable mediocum of 
general intelligence can not be given earlier than the end of 
the twelfth school year. The rights of young people themselves 
forbid the introduction of a short course of the kind which attempts 
to fit them for a serv ice beyond the ability of the immattw e boy 
or girl, or which suggests leaving school before economic necessityr 
or other reasons, compel withdrawal. 
To give ill-prepared and immatu:ce boys and girls a highly 
specialized training without a background of intelligence and life 
interest, and to rush these young pe ople into business at an 
early age, appears like exploiting children to either the com-
mercial greed of employers, or, to the selfishness and s hort-
sighted prejudices of their families. It should be pointed out here 
that the "needs of the community" can best be met by giving full 
re gard to the rights of young people themselves. 
The short curriculum does not and c an not lead to a business 
position of so hi gh a grade, or to so successful a commercial life 
as would be possible i f the pupil had take n instead a curriculum 
g iving a broader training. 
Miss Perry says: 
"At least two years of training i n the fundamental principles 
of bookke eping should be offe red. This in conjunction with a 
thorough course in office routine and followed by a thir d and 
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fourth year devoted to the study of theoreticai and pr~ctical 
auditing and accountancy, should l ay a n ideal foundation for a 
well-grounded four-year high school course in business training." (1) 
IVIr. Kester suggests: 
11 At l east two years of trainin g in bookke e ping should be re-
quire d of all students, and it is not unreasonable to insist that 
a course of three years be offe red in schools giving a we ll-
rounded four years' course of business training. Bookkeeping s h ould 1 
therefore, be introduced at the be ginning 'bf · the second year in 
hi gh school, or eve n in the second term of the first year. 11 (2) 
An excerpt of an address delivered at the last annual meeting 
of the National Commercial Teachers' Federation is as follows: 
11 A thorough foundation in the principles of bookkeeping should 
include approximate ly two y e ars of study in the high school. The 
subject may be started in the second year, but better results will 
be obtained i f taken during the third and fourth years. During 
the f i r st and second years, the groundwork f or bookkeeping should be 
carefully laid in commercial arithme tic, spelling and perunanship. 
At l east one year should be d evoted to commerci a l arithmetic. 
One ha lf year each may be devoted to penmanship a nd spelling, or 
t h e two may be combined for the year. 11 (3) · 
In the high school, only the fundamental principles of book-
keeping and accounting should be treated. There is little or no 
place for treating specialized phases such as bank bookkeep ing, 
or bookkeeping for railways, etc. The chief source of uniformity 
in the content o f the bookkeeping course spring s from the fact 
that many schools use the same text book. While a gr2at deal of 
thought has been g iven on the part o f many teachers as to how 
much of the s ubject can be handled with good results in the first 
course, how· much in the second course, and hov1 much in othe r 
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courses, the condition as to uniformity and standardization is 
really chaotic. Since, however, the method of teaching must be 
predicated to a certain extent, on some hypothesis as to conte nt, 
it becomes necessary to differen tiate as definitely as possible 
the work of the various courses. 
Calculating machines and b ookke eping machines are being ex-
tensively used in the business world today, and the re seems to 
be some question as to whether OY' not instruction on calculating 
and bookke e ping machines should be added to the program of com-
mercial studie s in high schools. The cost of installin~ the 
necessary equipment is e xceedingly h i gh , and perhaps prohibits 
its use altogether in the smaller schools. A recent canvass of 
representative busine ss firms using large munbers of both cal-
culating and bookke eping machines, shows that they do not adv ocate 
the addition of this work to t he commercial progrrun in high schools. 
Al most without exception they recommend that all availab l e time 
for commercial training in the ~igh school be spent on the funda-
mentals, especially bookk eeping, English, penmanship, and arith-
me tic. 
John G. Kirk, Director of Commercial Education, Philadelphia, 
Pennsylvania , offers the following: 
11 It is ve r·y essential that the student of elementary book-
keep i ng be taught the elements of business practice. It affords 
the teacher an e xcellent opportunity t o teac h business customs 
and practices in an interesting manner. 11 (1) 
Regarding the use of machines in the bookkeeping course, 
Mr . Miller contends that: 
11 Bookkeeping and calculating machines are indispensable in 
business, but commercial teachers are d ivided in the i r opinion 
as to their importance in the school. Most of the schools 
possess one or more mac h ines and are attempting to correlate 
the instruc tion with t he other commercial work. Few of them offer 
s pecial courses. The adding machine should, o f course, be limite d 
to the use of the advanced students only. 11 (2) 
In the small rural schools, where money is not so plentiful, 
it is impossible to provide expensive equipment. In the city 
schools it is more poss i ble to give pupi ls this work. Personally, 
I thiDk the work should be left to priva te schools which special-
ize in training pe o ple to use bookke ep ing machines, a dd ing 
ma c h ines, etc., and not included in the high school curriculum at 
all . 
Much discussion has developed as to the relative 1r~erits of 
class instruction and individual instruction, and misunderstanding 
as to the meaning : of these terms has ensued . Some commercial 
schools have loudly advertised the advantages of individual in-
struC Lion in bookkeeping . The exten t of the individual instruc-
tion on the part o f the teacher has too often amounted to just 
g iving orders. The . student wa s exposed to bookkeeping instruction, 
but unfortunately, much of i t did not take. Another extreme is 
the insistence of some pedagogues that we must stress the cultural 
value of bookkeeping, and, therefore, should teach entirely by 
the class method. If t h e aims o f b ookkeeping as already given , 
are true ones, the only logi c al method is a combination of the 
class and individual plans. 
By the class method, it is meant the deve lopment of book-
keeping principles t hrough class discussion, and by the individual 
me thod is meant superv ised lab oratory periods in which the 
s tudent is working on sets or problems. Book keeping procedure 
may best be developed through class discussion and the application 
of the procedure or theory through laboratory sets in supervised 
s t udy . Approximately an equal amount of time should be devoted 
to each, a l thougJ;l circumstances may, o f c ou :e se, make other com-
. binations desirable. In the high school, two consecutive periods 
should be devoted to bookkeeping whenever possible. The first 
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period may be used for class discussion, and the second period 
for laboratory work. 
Acc;ording to Mr·. M. D. Burgess, commercial science teacher 
in the Arsenal Technical High School, Indianapolis, Indiana: 
11 The new demands of the business world should have some in-
fluence on th:) method of instruction used in the classroom. Ne ither 
extreme of the individual method and class method meet the re-
quirements successfully. A combinati on of the two seems to serve 
the purpose best, especially for high school instruction. Under 
t h is method, the student takes up the study of a certain prin-
ciple in bookkeeping enlarged upon and illustrate d by the teacher. 
The stud ent is then ready for a class recitation on the subject. 
Pr·actical application of the principle should then be made by 
individual laboratory work." (1) 
Jo~~ G. Kirk says: 
11 A combination of the class a nd individual methods of 
teaching will secure the best results. All new work should be 
develope d in school~ 11 (2) 
If bookkeeping is to .. be taught by the class recitation 
me t hod, 'lV r. Kester contends that there manifestly is no place 
under this method to use the recitation period for the solution 
of prob lems or the writing up of practice work. In following the 
class recitation method, he says, problems and practice work 
should be used in the recitation only as illustrative of the 
principle s of the subject which are being develo ped. (3) 
Regarding the individual method, Mable s. Carrington, 
teacher of bookkeeping in the Central High School, Great Falls, 
Mont ant,- offers the following : 
"It has been my experience t ha t many students who failed in 
other subjects have been able to do splendid work in bookkeepin* 
because the work has been adapted to their ability to progress.' (4) 
Bec 0use the copying evil is so strong among bookkeeping 
studen ts, doing the work in school hours will help greatly to 
prevent t h is. The only way, however, to teach bookkeeping, and 
d o t he work all in school hours, is to provide a double period for 
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the subject. The first per· io.d c an be utilized in direct teaching, 
or as a class recitation. During the second period, the pupils 
c an put to practice, under direct supervision of tho teacher, 
what they have discussed during the first period. In this way 
pupils do their own work, and as they are being watched, will con-
centrate better, and do more rapid and accurate work. 
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Part IV 
Methods Of Presentation 
It is a natural thing for any teacher to have her own method 
of presenting any new topic, b ased on previous experience and 
success, but of the many ways in which a teacher may start her 
class to learn bookkeeping, there are three main methods, one of 
which her follows in some way. 
The three methods which I will take up in detail are: 
1. The Journal or Books-Of-Original-Entry Method. 
2. The Account or Ledger Method. 
3. The Statement, Balance Sheet, or Equation Me thod. 
All three methods have a distinctly different system for 
pre_sentation of principles, and all three, with the possible 
exception of the journal method, are largely used throughout the 
·American schools, and in other countries where modern bookkeeping 
practices are employed. 
Advocates of each system naturally think their method best, 
ancl indeed they are all b.est according to the results they bring. 
No one yet has dared make a broad statement which includes only 
one system and excludes the rest, for no such conclusion has ever 
been drawn. Each system is use d, and in many cases, all three 
methods are combined and used as one. Personally, I favor the 
combination method. 
2J. 
As the first year class in bookkeeping is always the hardest 
to get started, a teacher should teach wi th whate~er method is~~ 
most familiar to her, for after all, each method has the sam~ 
ultimate aim, that of a clear understanding and mastery -of }unda-
.. 
i 
mentals, on the part of the pupils. The question of whic/h method 
is best is still unanswered, and I think it •ill always remain ~· 
unanswered until conditions and business requirements change the 
whole system of book:keeping procedure, which is hardly conceivable. 
Therefore, the arguments f or and against each method which I will 
give shortly, will not c ause any method or methods to be cast 
aside in favor of a third, for each method has obtained the results 
desired and each method is ~till in existence, and will be for 
s orne t ime to c orne. 
'rhe journal method , used largely in former days, and still 
used now, has proved a practical method of teaching old-time book~ 
keeping, but it is giving way to more scientific and ped~gogical 
methods of presentation such as will be discussed further on* 
This method is sometimes called the books-of-original-entry method, 
and other similar and fitting names. The main principle of this 
method is to teach books and what goe s in them, rather than why 
the books are employed, and what transactions deter•mine their use. 
This me thod teaches bookkeeping in a logical way as far as books 
to be employed are concerned, but it it not a practical method , 
from the po int of view of thoroughness. On the other hand, men 
who have learned bookkeeping by the journal method, and who have 
taught by it, claim that thi s method results in a better routine 
of working from pupils, but while working, they d o not know what 
the entries in the journals are all about . It is s a i d also that 
wi th this method, the pupils work more, while the teacher just 
looks on. 
A c oncise statement of t h e process of bookkeeping by this 
method, as given by Mr. Hoffacker of the Boston Clerical School, 
and of the College of Business Administration of Boston University, 
at a recent meeting of his class in methods, is as follows: 
11 In the journal method, you are merely making entries for 
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future transposition to the ledger." (1) 
The account method now used large ly throug-i:wut the secondary 
schools, takes u p bookkeeping from the point of view of what 
accounts are affected by transactions. This me thod is the most 
popul ar at this time, and is proving very practical. Principles 
of bookkeeping are taken up in a useful manner as far as book-
keeping practice is concerned, and in a logical manner as far as 
pedagogy is concer·ned. The department of bookkeeping of the 
Boston School Committee favor t h is method exclusively • . 
Regarding this method, Mr . Hoffacker says: 
"The ledger really is the beginning after a ll, for it is 
the ledger account that is go ing to have something done to it." (2) 
Wha t might be a disadvantage of this method according to 
some authorities, it that the teacher teache s more while the pupils 
work less. I learned b ookkeeping by this method, but while in 
the proc es s of learning~ it did not seem to me that I was lacking 
in practice, as there were always enough practice exercises g iven 
to keep me busy. 
Since a knowledge of accounts is absolutely necessary in 
any m(; thod developed pedagogically, acc ording to Mr . Kirk, he 
offers the following argument in favor of the account method; 
"The account method uses the acc ount as the basis for the ( 
development of the principles of bookkeeping. The account is 
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taught first because business transactions affect accounts. A 
knowledge, there f ore, of the underlying principles of accounts is 
essential. The pupil must knqw their meaning be i' ore he c an in-
telligently understand the relation of t rans a ctions to such accounts • 11~) 
Another advocate of this method, Miss Perry, offers the 
following argLwent, which is also the giBt of an argrunent in a 
Boston School Committee Document: 
11 For introducing to pupils the principle s of debit and credit 
which underlie both the journal and led ger entries, the ledger 
lends itself more effectiv ely than the journal, and may be ex-
plained first." (4) 
It will be noted tha t many who are foremost author ities in 
the field of teach ing b o okkee ping, advocate the account method of 
approach, and indeed, they are advocating the most pedagogical 
method to use wi t h pupils of high school age. 'rhe perusal of the 
f ollowing on the statemen t method of ap proach will show thi s fact 
u p favorably. 
The statement method, so'metimes c a lled the balance sheet or 
equation method, is the newest me t h od used. Its use has not be-
come very widespread at the present time, but more schools are 
a dapting it. Many secondary sch ools a nd business colle ges through-
out New Yor k Sta te think hi ghly of this me t h od, and use it 
e xclusively. The method t akes u p the principles o~ bookkee p ing 
from the point of view of the business man; that is, how h e re-
gards bookkeeping records and what h e needs them for prima r ily. 
Advoc a ~es of this method say t h at the balance s heet of a concern 
is its mos t valuable record, and so bookkeeping should be taught 
wi t h this idea in mind , he nce t he me t h od of studying t he principles 
of bookke e ping as t h ey appear in a statement. 
As has been previously stated, the age of pupils pursuing the 
course determines to a gr eat extent what method should be used. 
Bookkee ping teachers offer the argument that this me thod is too 
complicated for children of average high school age. The ir minds 
are not ma ture enough to see t he v a lue or place of the b a l ance 
sheet in business. They are inexperienced in the work of the 
world , and so they are compe lled to take the teacher's word for 
wh a t she teaches. They cannot offer suggestions o f their own 
a s t h ey have no compr ehensive thoughts on the subject. The y are 
i ntelligent enough, but they are imma ture and any method of pre-
senting any subject in the hi gh school curriculum that does not 
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take these facts into consideration, is based on a foundation of 
unsound pedagogy. To me, therefore, it seems that the balance 
sheet method has its place in the curricula of the colleges of 
business, but it should not even b e considered for high school 
pu pils. Many teachers of bookkeeping argue that there is no such 
thing as a balance sheet method of approach; that, a fter all , it 
is just a slight deviation from t he account me thod. They argue 
that one cannot understand intelligently what the balance sheet 
stands for, or what should be included in it, until he has a 
thorough knowledge of accounts. So, as Professor Percy , of the 
Coll e ge of Business Administration of Boston University, s ays: 
11 I n the b a lance shee t method of approach, the balance sheet 
is taught first, but there the method stops, and from then on the 
acc ount method is used." (1) 
Since the bookkeeping cours e s b.ould emphasize t he uses of 
bookkeeping in business, and not limit itself to deve loping 
me c hanica l expertnes.s in the making of the record, Mr . Kester says 
that the method of approach to the subject is manifes tly through 
the b a l ance sheet and the profit and loss statement which provide 
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one of the c h ief sources of inforruat ion for business management . (2) 
Mr. Miller, another advocate of the balance sheet approach, 
offers the following:_ 
11 !'iluch emphElsis has been placed re c ently upon the balance 
Sheet appr oach-- particularly by university instructors in ac-
counting. 'l'hree variat ions of the ba lanc e sheet approach have 
been deve lo ped . The teacher should, of course, be able to classify 
the a pproach that is used in the part icular system or t ext he is 
teac h i ng , but s ·:~.ould not confuse t he student by trying to teach 
him t he various a pproaches . Whatever the approach used, it should 
and must be developed in easy and understandable terms with which 
the student is already familiar." (3 ) 
An exc erpt from an address delivered at tb.e las t conventi on 
of the Nebraska State Teachers ' Association is as follows: 
11 My contention in r egard t o the presentation of bookkeeping 
• • 
and accounting is simply this, that when our work is so graded 
and presented from the apperceptive bas is of t he child, we Will 
be able to do almost as much in two years as we have been doing 
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in three. This principle of apperception starts in the field where 
the child has had experience, hence we must start with the business 
transaction, taking up the work a c cording to the method which is 
c ommonly known as the balance sheet approach." (1) 
An excerpt from an article delivered a t the la s t annual 
meeting of the Nationo.l Comme: rcial Teachers 1 Federation is as follows~ 
11 0ne of the most difficult tasks for the instructor with a 
class of beginners in bookke e pirtg is the problem of approach. The 
most logica l method for high school instruction seems to be the 
balance sheet method approach. It gives something definite a nd 
pract ical with which to start, something that can be connect~d 
with the exper i e nce of the student in various types of small 
business firms with which he is familiar. It is easy to get the 
int erest of the student as well as stimulate his thinking capacity, 
because he f ee ls that he is gaining some practical knowledge that 
may be of rea l value. 11 (2) 
McKinsey, in his 11 Bool{keeping and Accounting" writes the 
following: 
11 It is by the study of such statements or reports, (profit 
and loss statement and b alance shee t) and the information which 
they contain, that the owner or martager of a business is able to 
manage it successfully . It is the pr imary function of accounting, 
therefore, to prepare such reports and to provide the information 
whi ch will make their preparation possible ." (3) 
It will be noticed from the for ego ing opinions on the balance 
sheet me thod, that the arguments for the method are based on the 
fact that it treats the subJect from the poing of view of its 
value to the business man. It is an approach by interpretation. 
To be able to interpret intelligently a ma ss of figures and their 
relation to one another, requires mature intelligence and ex-
per ience. An adolescent child of high school age cannot sue-
cessfully do the work of an adult, and so such a method 9.8 the 
balance shee t method of presenting bookkeeping would be unpedg-
gogical acc ord ing to the psychologist. He would advocate the 
method for a college man or woman, but for a high school child 
he would advocate a method which makes interpretation a matter of 
simple observation, and that would be the ac c ount method. I 
thicl( that a college or graduate school of business would be able 
to apply the balance sheet method the most successfully. 
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Part V 
Suggested Syllabi For Procedt~e 
In the following three groups, suggested syllabi of what 
to include, and t he order of pres entation, according to method 
of approach use d , are g iven. Some of t h ese syllabi are from tex t-
books of bookkeeping and ac c ounting which have b e en used by 
bookkeeping teachers and found valuable. The other syllabi are 
suggestions for procedure from teachers of bookkeeping , who do 
not advocate following the text-book religiously. A study of 
these syllab i would show the differences of opinion of various 
authorities and teachers, who advocate the same method of approach. 
To me, this collection of syllabi is very valuable, for it 
provides a foundation for any teacher of bookkeeping ¥n1o has not 
taught very long , or who has not taught at all. It is as good 
a s any methods course, and I know that I would a lwa ys find it 
helpful for refe rence while teaching. 
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Group A 
J OURNAL ME'rHOD OF' APPROACH 
Syllabus 1 ( 1) 
First year 
Aritr..metic: 
1. Drill in ad d ition, subtraction, multiplic a tion and d ivision. 
(No rapid calculation.) 
2. Fractions, percentage, interest, discount, aliquot parts. 
Introduce with interest, the form, meaning, and use of notes. 
Class discussions on mortgages, par tial payments, divide nds 
on investments, etc. Introduce with discount, the form, 
mean ing , and use of invo i ces and statem~nts. 
3. Cash accounts (classified and unclassified.) Abundant 
materia l here for a variety of class discus s ions. By doing 
the work t h e mean i ng of the following terms is made more 
real: debit and credit, debtor and creditor; c r edit as 
applied to banking, general use of the term; assets (re-
sources--pa rallel of resources of the land and soil) and 
liabilities. 
4 . Banks, k inds and functions of each. Discount. 
5. How to use ink, blotter and ruler in drawing lines for all 
forms used. 
Note: Less wor k taken from printe d page of book. 
Less memor izing of rules. 
Less meaningless rote work. 
More correlation of problems with illustrations and ex-
periences from the every-day life of the individual or 
his family. 
Penmanship: 
One-third of the arithmetic period to be devoted to pen-
manshi p daily for t h ose whose pe nmanship is poor. Those whole pe n-
manship is good should be allowed to devote that time to progre s s 
in arithmetic or spelling, according to their needs. 
Spelling, abbreviations, punctuation: 
One-fift b Qf t he total weekly time g iven to arithrr~t ic 
should be spent C D this. 
Home work: 
30-minute assignments each day. 
Second year 
First two months to be given to reading, explanation, and 
discussion of the duties and responsibilities of the following 
junior positions: 
Messenger Mail clerk Payroll clerk 
Office clerk (filing, including purpose and use of carbon paper , 
telephone, telegram, records) 
Receiving clerk Stock clerk Order clerk 
Shipping clerk (explain and illustrate bill of lading) 
Billing clerk Cashier 
Sing le proprietorship: 
1. F orm, meaning and use of: 
Journal, cash b ook, purchases b ook, sales, ledger. 
Post ing of controlling accounts, sales and purchase accounts, 
cash account, expense accounts, furniture and fixtures , in-
surance, discount on pt~chases, discount on sales, interest 
paid, interest received, notes receivable, notes payable, 
trading ac c ount, proprietor 's account. 
2. Summaries: 
Trial balance, closing entries, temporary accounts, 
statements, bala nce s heet and profit and loss. 
Notes, drafts, use of banks, banking: 
Get pupils interested in busine ss, .first in local business 
conditions, then in general, foreign and domestic. This means 
spending time in class discussions and investigations of existing 
financial conditions, but perhaps it will bring out the indivi-
duality and originality of the child. If the teacher is suc-
cessful in supplying the right . stimulus, the pupil re action is 
anticipation of further work in the subject, not wholly bookkeeping 
but business. 
Home work: 
30 :40-minute assignments daily. 
Third year 
Partnership: (rights and liabi1i ties) 
1. Changing from single proprietorship to partnership. 
2. Organization. 
3. Capital accounts with partners. 
4. Special. 
5 . Dissolution. 
Note: Study form, meaning , and use of separate or s pecial books 
or columns for clas s ified accounts. Emphasize relation and 
interrelation of accounts. Study results at the completion of 
each transaction or set, in percentage when possible. 
Drafts: (in use) 
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Drill in journalizing, drill in time of acceptance and 
payment and discount. The needs of the immediate community should 
be considered in the selection of materi a l for study. Emphasize 
relationship of parties, and results at the completion of each 
transaction. 
Home work: 
Other than in drafts to be largely in the form of research 
in business conditions and problems. As a result ,, _ t he number of 
sets completed will be probably less but the understanding of the 
processes may be improved. Routine home work to be optional, 
which means more work for the teacher in planning work for the 
bright and dull pupils, and planning class-room work. It may not 
be always feasible. 
Fourth year 
Corporations: 
1. Review partnership and changing to corporation. 
2. Organization of a corporation (State law). 
3. Handling of capital accounts and distribution of profits. 
4. Handling of corporation 11 11 11 11 11 
5. Dividend ac c ounts. 
6. Stock and bonds. 
7. Reserve funds for depreciation and other contingencies. 
8. Dissolution. 
Specialized subjects: 
1. Banking business. 
2. Commission business. 
3. Manufacturing business. 
4. Cost accounting, purpose and use. 
5. Accounting. 
Review of bookkeeping principles: 
1. Differences between pa-.c' tnership and corporation. 
Home work: 
See third year. 
Comments: 
As a result of the four years' wor~ in bookkeeping, the 
pupils should be more interested in the industrial conditions of 
his country, arid understand their significance; they should be able 
to apply t h e principles that they have learned in planning and 
working a set of books, especially covering any work up to the 
fourth year of bookkeeping, and they should be able to interpret 
the facts that the books show. 
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Syllabus 2 ( 1) 
Introduction: 
This course is designed to be given five periods a week 
for four school years. The subject may be commenced profitably 
by ninth-year pupils, or it may be started later in the high school 
course if the student does not major in bookkeeping. 
First year 
Handwriting: 
15 minutes at the start of period each day. 
Business aritrunetic and rapid calculation: 
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Two 15-minute periods a week. Drill in addition, subtraction, 
multiplication and division; fractions; aliquot parts; pe r centage; 
interest. · 
Elementary organization: 
Meaning of service and coope r a tion. Simple organization 
charts to show the relation of one department to another; to show 
the relation of one person to another; to show line of promotion. 
Qualifications necessary for success in business. The need and 
value of business orgnization developed from the standpoint of 
school or classroom organization. 
Applic a tions for positions: 
Written applications, form, dress. Personal interviews, 
firs t impressions, dress. Elementary principles of salesmanship. 
Taking directions: 
Under·standing the order; remembering the order; "Carrying 
the Mess age to Garcia. 11 
Necessity for order and system: 
Systematic habits, value to business, how to develop them. 
Thrift, the habit, making budgets. Correct method of ruling, value. 
The telephone: 
Value to the world, to business, kinds, service, local, 
long distance, different lines, general information for using, 
courtesy in handling calls. 
Telegraph and telegram: 
Value, uses. 
Banks: 
/' 
Commercial, savings, o pening a bank account, making a 
deposit, writing checks, checking up a bank account, investment, 
bonds, stocks, l:i.f e insurance, real e state. 
Clerks and their duties: 
Mail clerk, file clerk, filing, what it means, meth ods, 
billing clerk, duties, pay roll clerk. 
Business forms: 
Bills, receipts, promissory notes, st a tement of accounts, 
t i me card , payrolls. 
Office records: 
Simple cash records. 
Second year 
Fundamenta l considerations: 
Why books are kept, what bookkeeping records show, 
opportunities for bookkeepers, value of bookkeeping. 
Journa lizing: 
Elements of a business transaction, recording business 
transactions, form of entry, neces sity for clear and complele 
e xp lana tion. 
Posting : 
Reason for posting , method with especial drill on check ing 
posting , the trial bal~nce. 
Financial statements: 
The s tatement of assets and liabilities, equation, the 
statement of profit and loss. 
Closing the ledger and journal entries: 
Closing and ruling accounts, post-closing trial bala nce .• 
Financial statements: 
The stotement of as s ets .and liab ili t ies, equa tion, the 
statement of profit and loss. 
Special journals: 
Purpose, development, form, summarizing and posting of sales 
journa ~ , purchases j ournal, cash journal. Exercises on s pecial 
journals. Special column cash journal , sales and purcha se discount. 
Function of accounts: 
Assets, liabilities, capital, income, cost. 
Note: 
Original entries in business practice sets should be made 
in the blank books. The practice o f having transactions recorded 
first on loose s heets, then cor1•ected by the teacher and later 
copied by the pupil in the blank books is unbusinesslike, wastes 
time, and develops careless habits. 
Thir d year 
Interest and discount: 
Additional drill on discount on sales, purchases, int erest 
earned and paid. 
Drafts and trade acc~ptances: 
History and growth, purpose, form, indorsements. 
Partner ship accounts and procedure: 
Advantages, disadvant ages, articles of copartnership, 
opening entries, division of profits, changes in statements. 
Depreciation and adjusting entries. 
Business papers and forms: 
Bill of lad ing, warehouse receipt, F.O.B., C.I.F., 
interest c h arged on all ove rdue . accounts, etc. 
Petty cash journal: 
Petty cash account, voucher, reporting expenditures, re-
plenishing. 
Corporation: 
Advantages and disadvantage s, organi zation, rie h ts and 
liabili t i es of stockholders, special accounts necessary, s pe cial 
books ne cessary , o pe ning entries. 
Miscellaneous: 
Dissolving a par tnership , chang ing from a par tnership to a 
c orporation, the working s hee t. 
Ii'ourth year 
Bala nce Sheet: 
Form, evaluating and comparing, working c a pi tal, valuation 
reserves and true reserves. 
Single entry: 
Definit ion, advantages, proof of posting, preparation of 
statements. 
Chang ing from single to double entry. 
Cost accounting: 
Elements of costs, materials, labor, manufact~~ing expenses, 
ways of distributing costs, additional books, voucher record, 
requisition journal , finished goods journal, miscellaneous items, 
payrol l sheet, daily time tickets, production order, material 
re ouisitions , voucher jackets , plan a set of books, including cost 
records for a smal l manufacturing concern. 
Note: Work should be in the nature of problems with but one set, 
that being in cost accounting. 
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Group B 
ACCOUNT ME THOD OF APPROACH 
Syllabus 3 ( 1) 
Fundamental principles and definitions: 
Business transactions. Bookkeeping defined and explained. 
The account. The terms debi t and credit explained. The purpose 
of an account. The cash account. Use of red ink. Exercises in 
r uling . Personal accounts. Personal accounts with creditors. 
Creditor defined. Liability defined. Balancing persona l accounts. 
Personal ac c ounts with customers. De b t or defined. Review previous 
work. Promissory notes. The notes r eceivable account, with 
exercises • . The notes payable account, with exercises. Review 
previous work. Merchandise accounts. The merchandise purchases 
account, with exercises. The freight inward account, with exercises. 
'The merchandise sales account, with e xercises. The merchandise 
inventory account, with exercises. Review pervious work. The 
merchandise trading account, with exercises. Review previous work. 
Expense accounts. Expense defined. The selling e xpense account, 
with exercises. The general expense a ccount, with exercises. 
Review previous work. The ·proprie tor's account, with exsrc ises. 
Net capital or present worth defined. Insolvency defined. General 
review. A brief statement to tell when to debit and when to credit. 
The development of d ebit and credit in books of original entry: 
The double effect of a business transaction by the ledger 
account method. Trial balance of totals. Journalizing explained. 
The double effect of business transactions by t he journal method. 
Posting defined and explained. Taking a trial bala nce. Develop-
ment of the sales journal from the Jm .. U'nal, with exercises. 
Development of the purchases jour•nal from the journal, with exercises. 
Development of the cash journal or one-page cashbook from the 
journal. 'Ehe two-page cashbook, with exercises. Closing and ruling 
the cashbook, with exercises. Short sets as a general review of 
work. 
Genera l set without business papers: 
Books and forms explained. Checking and closing the purchases 
journal. Check ing and closing the sales journa l. Checking, bal-
ancing, and closing the cashbook. Trial balance of differences. 
Suggestions for finding errors in the trial balance. Correction 
of errors in books of original and final entry. Supplementary 
exer cises. Development of the notes receivable book from the 
journal, with e xercises. Development of the notes p ~yable book 
fr om the journal, with exercises. 
General set with a limited number of business papers: 
Books and forms exp lained. Filing and check ing of papers. 
Statement of customers' accounts. The profit and loss statement. 
closing journal entries. The balance sheet, Proof trial balance. 
Six column statement. Review and tests. Supplementary exercises. 
Banking practice and additional accounts: 
Banks explained. Federal reserve system. Check records. 
Bank statements. Reconciliation of bank statements. Discount and 
terms of payment. Discount _on purchases account. Discount on 
sales account. Interest and methods of calculating. Interest 
earned account. Interest paid account. Furniture and fixtures 
account. Real estate account. Insurance prepaid account. Special 
column cashbook. Gener a l set using special column books. Per-
petual inventory cards. Profit and loss statement. Percentage 
results. Drafts and trade acceptances, with exercises. Partnership 
relationship. Depreciation accounts. General review. Closing 
ledge.r by direct method. 
Syllabus 5 ( 1) 
First year 
1. Review of aritrunetic and penmanship might be included in 
the regular class work of office routine and business forms, 
a short part of each class period being devoted to drilling 
on them. 
2. One half of the first year might be given to the study of 
business forms. A thorough understanding of the necessity 
for the various parts of the forms should be developed and 
much drill given in making them out. The common forms 
used in business should be taught such as checks, opening 
of bank account, keeping of check book, bank balance, and 
law connected with checks, promissory notes, drafts, 
receipts, bills of lading, telegrams. 
3. Office routine should be taught the last half of the first 
year. It should include ope ning and distributing letters, 
filing of letters, care of outgoing mail, inclosures, 
stamping and sealing envelopes, receiving callers, use of 
telephone and city directory. 
Second year 
1. Should be devoted to giving the pupils a thorough grounding 
in the fundamental principles of bookkeeping without 
elaborating upon any of the advanced or short cut methods. 
Time spent in giving them a clear understanding of the 
principles will be repaid when studying the advance work, 
for without it the later work cannot be comprehended and 
would become just a lesson in memorizing. 
2. Syllabus: debit and credit, merchandise and expense 
accounts, proprietors accounts, buying and selling on 
account, settlement and part settlement on account, trial 
balances, profit and loss, present worth, notes payable 
and receivable, interest and discount, compound journal 
entries, closing of book, sales book, cash book, check book, 
bank book, bill book, special column books, drafts. 
'I'hird year 
1. Mi ght be devoted to the application of the principles to 
the needs of various types of business such as: 
A. A retail business of single proprietorship, sing le 
entry and change to double entry, and then changed 
to a partnership, includ ing c ont1~olling ace ounts 
and subsidiary ledgers, loose-leaf and card ledger 
systems, articles of agreement, complex investment, 
salaries accounts, personal drawings, profit and 
loss statements. 
B. A commission,shipping and merchandising business, in-
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eluding consignment accounts, consignment ledgers, 
shipment ledgers, controlling accounts, and sub-
s id i_ary ledgers, balance sheet. 
c. Wholesale dry goods business including special 
c olumn books, loose-leaf sales sheet l edger, fixed 
assets and liabilities, floating and curr•ent assets, 
dissolution of partnership, inventories, bala nce 
shee t, adjusting entries. 
Fourth year 
1. Should be devoted to deve loping ability to devise new 
methods to meet new conditions. Tha t is teach bookkeeping 
from the accountant's v iewpoint. 
2. Corporations , how forme d, kinds of stock and bonds, stock 
certificate, sinking fund ., dividends, surplus, function 
of subscription book, stock certificate book, transfer book, 
stock l edger, opening and closing of books, a little of 
the laws of bankruptcy, changing from partnership to 
corporation. 
3 . A little of cost accounting mi ght be introduced in a manu-
f acturing set 'including factory organization, efficiency, 
manufacturing records, accounts, record of invoices, the 
voucher system and voucher jacket, imprest fund, cost 
keeping, elements Of COst, pay roll, division Of cost, 
distributing cost, goods in process, materials and finished 
goods. 
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Group C 
STA'rE 'lENT METHOD OF APPROACH 
Syllabus 6 ( 1) 
First year 
Given over to business arithmetic, clerical practice, etc. 
Second year 
The essential technique of the subject should be covered. 
'rhis will comprise the function and methods of use of the journal 
and the ledger, with some indication of the refinements of me t hod, 
bring ing about the saving of labor in the making of the record; 
the use of business papers or documents as supporting the book-
ke e ping record; the simpler problems of the balance sheet and the 
statement of profit and loss; and the basic relationship between 
t hese statements ancl the management of the business. 
Third year 
Should develop the further refinements of the record and 
methods used in the saving of labor; the relation of accounting to 
the form of business organization, that is, the peculiarities of 
the single proprietorship, the pal'tnership, and the corporation, 
and how t hese peculiarities are reflected in the accounts; a 
f uller and broader treatment of the principles of bala nce s heet 
valuation; and the basic significance of the balance sheet and the 
statement of profit and loss i n t he ma nagement of a business. 
Fourth year 
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Should tr eat of t he fundamentals of accounting in manufacturing; 
the more difficult problems met in partnersh ip and in corporate 
accounting; and, once again, a fuller treatment of t he inter-
relations of accounting and business manageme nt. 
At least t wo years of the bookkeeping course s hould be required 
of all stude nts, and, of course , the full four your s sh ould be 
required of those students looking tov;ard accounting as a pro-
fession. Each of these courses should be handled by means of a 
class recit a tion period of forty or forty-five minutes, five times 
a week. 
Syllabus 7 { 1) 
Unit I (called book~eeping) 
The double entry record. The e.s set element. The capital 
element. The initial fundamental equation. The construction of 
accounts. Subdividing the capital element. The liability element. 
Financial statements. Interest and discount. Discount on sales 
a nd purch ases. The journal. Business customs, procedure and 
documents. 
Unit II (called accounting) 
Development of books of account. Business papers. Accounting 
for various types of business organizations, partner s hip, cor-
poration. The bal ance s heet as reflecting financial conditions. 
Single entry. 
The following rules are recommended to be followed while using 
the above syllabus: 
1. The subject should be reduced to a series of topics, 
problems and exer cises, and the recitation should be emp loyed to 
ana lyze and demonstrate some de f inite problem in b ookke eping or 
accounting procedure. 
2. Definitions and classifications s h ould be based upon 
fundament a l and not superficial distinctions. 
3. rr•he mo terial used should illustrate the best practice and 
procedure in r epresentative business houses, and all devices should 
be justified in the light of practical considerations. Book-
keeping short cuts and makeshifts should be illustrated only as 
la b or-saving e xpedients. 
4. 
avoided. 
Rules that merely prescribe a routine procedure should be 
They are in no sense a substitute for analytical 
reasoning. 
5. Ther e should be close corre lation of bookke e ping, law, 
and economics. The concepts de veloped in bookkeeping and account-
ing s h ould harmonize with le gal and economic facts. 
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Syllabus 8 ( 1) 
First year 
Elementary business training. Text, Nichols' Junior Business 
Training. 
Second year 
Study of balance sheet: 
Purpose, showing condition of business. Form and content 
(for this point the account method of presentation is recommended.) 
The ledger: 
vVhy necessary. Form. Accounts and account titles. Balancing 
and ruling of accounts. 
Accounts in detail: 
Asset. Liability. Profit and Loss. Proprietor, capital 
and personal accounts. 
Equa lity of debit and credit: 
Two - f old nature of the business transaction. Determining 
the accounts to be debited and credited, deciding first as to 
effect on business. Trial balance by totals. 
Journalizing: 
Re ason for journal entry. Form of entry, compa rison with 
journal e ntry. Necessity for clear and complete exp lanation. 
Posting: 
Reason. Arrangements of accounts in l e dger, a s sets, 
liabilities, proprietor, personal, profit and loss. Method of 
posting . Trial balance by differences. 
Study of informa tion furnished b y led ger accounts, taking in-
ventories, and getting necessary data for making up balance sheet. 
Profit and loss statement: 
Pu~pose, compared with balance sheet. Form and content. 
Profit and loss account. 
Closing the ledger by journal entries: 
Necessity for closing. Method of transferring to accounts 
by journal entry. Journal entries necessary. Closing and ruling 
accounts. Comparison of closed ledger with balEmce s heet and 
profit a nd loss statement. Post-closing trial balance. 
4 2 
Journals: 
Purpose. Che cking postings and other me thod of locating 
e rr ors in trial balance. 
Practical application of princi p les: 
Bookkeeping records of representative businesses. 
Part VI 
Summary 
In the foregoing pages I have tried to discuss a.s thoroughly 
and as logics. lly as possible, a question that receives more 
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attention today, at commercial teachers' conventions, in educational-
commercial teachers' magazines, and in text-books, than any other 
question. The que stion of what me thod of approach to use in 
presenting the fundamentals of bookkee ping to beginners is an 
important one, and the formation of syllabi for pr·ocedure hinges 
on this, the biggest fact and most i mportant one to consider. ~,u 
It will be readily understood that a teacher should use the 
method of approach she is most familiar with, for naturally she 
will obtain the best results with material she has tried out and 
found successful. It is not for me to say which method is the 
best for I have not had enough experience as a teacher to draw 
a conclusi on, but from my reading and from the various courses 
in bookkeeping which I have taken, it seems to me that the 
account method of a pproach would prove the most suitable for 
ch ildren of high school age. There is no doubt of t he merits of 
the ))alance sheet approach for more rna ture students. Students 
of colleges of business would prefer taking up the subject from 
this approach for it gives them more to think about 7 a power which 
increases with age. There is no need to say but little about 
the journal method of approach, as it can be readily understood 
that because this me thod was the first, it would naturally give 
way to more modern methods, better fitting the needs of the 
business world today. 
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